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Mission Statement 

Westpark Children’s Centre’s primary purpose is to provide the highest quality child care 
possible while staying current in the research and information in the field of early childhood education. 
In collaboration with Manitoba Early Learning and Child Care government regulating body, a progressive 
play based program has been created and implemented to provide quality child care to children and 
support to their families in this program. 
 
Program Philosophy 

Westpark Children’s Centre is a preschool program in the community of Portage La Prairie, 
Manitoba. We are licensed for 20 spaces for children aged 2-6 years. We are located inside Westpark 
School and we serve the general community. We welcome children and families of all ethnicities, 
backgrounds, beliefs, and abilities.  

Westpark Children’s Centre provides a play-based, child-centred approach to teaching based on 
the children’s interests in order to provide the best learning experiences. Children are provided large 
blocks of uninterrupted free play time in order to become deeply involved in their play. Play is a form of 
self-expression and must be highly valued.  

Children are allowed to make decisions, choices, and errors and are provided with sensitive help 
and guidance when needed. Educators strive to nurture the whole child in all areas of development: 
cognitive, social, emotional, and physical. We provide a positive learning environment that enhances 
each child’s level of development.  

We believe that each child is entitled to full participation and support to meet their individual 
needs. The educators are committed to helping the children become self-confident, independent, 
capable, responsible, and caring individuals as they grow in respect for themselves, others, and the 
environment. Educators aid the children in building healthy relationships with both peers and educators.  

Educators that are well versed in child development work to create a warm, affectionate, safe, 
stimulating, and fun environment. This allows children to feel safe to freely explore and engage in 
learning. Each piece of equipment is chosen specifically with the intention to stimulate inquiries and 
curiosities. The environment is aesthetically pleasing, organized, homey, and inviting. Parents are 
welcome to view our room. If they have any pieces from home they would like to contribute they are 
more than welcome to do so (providing the items meet regulations). 

We believe that parents are the experts on their children and we are an extension of the care 
provided in the home. Family is the most important and effective influence on a child’s development. 
Educators mirror the family through love and warmth. We strive to form positive relationships with the 
families based on mutual trust, respect, and open communication. Families should be comfortable and 
secure in knowing that their children are receiving the highest quality of care from our educators.  

Our centre is an extension of the community and we welcome input from other individuals, 
agencies and groups in the community in order to provide care that best suits the needs of our centre. 
By forming partnerships within the community and surrounding area we are more aware of the needs 
that we strive to fulfill. We welcome community members into our centre to share their talents and 
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special skills with the children. We also encourage community members to donate items to the centre 
such as books, art supplies, toys, or other items that would enhance our program.  

Our staff includes both trained ECE’s and CCA’s who embrace our philosophy. Educators are 
considered children’s partners in learning. The centre recognizes and appreciates their knowledge and 
learning capacity, their ideas, their passion, their nurturing abilities, and their commitment to the 
families and the program. We believe in lifelong learning and encourage educators to participate in 
professional development experiences.  

Program Goals 

Our program is specifically designed for children aged 2 to 6 years. Play nurtures children’s 
intellectual, social, emotional and physical development. 

The goals of our program include: 
• Promoting each child’s view of self, based on a Biblical perspective; 
• Promoting the individual emotional, physical, cognitive, social, and spiritual development of each 

child; 
• Fostering the child’s creativity, exploration and learning in a stimulating environment; 
• Assisting the child to acquire school-readiness skills; 
• Enabling the child to value community through interaction with other children and adults; 
• Assisting the child gain his or her voice in self-expression, problem-solving and reasoning 
     skills, as growth toward independence occurs; 
• Enriching the child’s family life by supporting parents with parenting skills through information 

sharing. 

Hours of Operation 

Class times are as follows: 

• Morning Sessions are 8:45am – 11:45pm 
• Afternoon Sessions are 12:30pm – 3:30pm 
• Specific session availability is based on need 
• The centre follows the regular school calendar and will close for Christmas break, spring break, 

and summer break. We will also close for statutory holidays.  
• The center will be closed for occasional staff development days. (Advance notice will be given). 

Centre Closures 

Emergency school closures may happen due to inclement weather. Westpark Children’s Centre 
is governed by the same school cancellation policy of Westpark School as stipulated by Manitoba 
Education and Training. Parents and guardians must listen to CFRY 920AM or 93.1FM between 6 – 8 a.m. 
for the latest information. Westpark Children’s Centre will be closed on the days when Westpark School 
and the Portage School Division cancel school: 

School is partially closed: 

• Days when it is too cold for students to walk to school (-35°C with -45°C wind chill); 
• School will be closed to students; 
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• All faculty and staff are expected to be in school. 

Schools closed to all: 

• Days when weather and road conditions make driving too hazardous to operate vehicles; 
• School will be closed to students and employees. 

Parents should make safety a priority when transporting their children and should use their discretion 
when questions arise. 

Other Emergencies 

Emergency closures during the school day may happen due to evacuations. In such cases, the 
Westpark Children’s Centre Emergency Procedure Manual will be used to ensure the safety of the 
students. Parents and guardians will be informed of any developments following the protocol, and may 
be called upon to pick up their children in an orderly and safe fashion. Only the Director or other 
authorized personnel may release students under these circumstances. 

Professional Development 

The centre may occasionally be closed so all staff can attend professional development. 
Professional development is important in our providing quality care to your children. Parents will be 
given ample notice to find alternate care and will not be charged for these days. 

Enrolment 

Westpark Children’s Centre is licensed to serve a maximum of twenty (20) children per session. 
We believe in the inclusion of all children; we will not discriminate on the basis of gender, 
developmental delays, special needs, ethnic origin, religious belief, or other parameters. 

To register, a child must be 2 years of age on or before August 31 of the current school year. 
Registration is on a first come, first served basis. Children must be potty trained prior to starting at 
Westpark Children’s Centre.  

Inclusion Policy 

Children of all abilities are accepted into our program. (There may have to be exceptions if we 
are unable to find a required extra support staff when needed) Each child’s abilities are considered 
when the environment inside and outside is set up. Goals are identified through observation of each 
child. Each child is viewed as an individual and activities are set up based on the observations of each 
child’s interests and abilities. Opportunities will be available for all children to participate in the program 
in a meaningful way and to develop socialization skills. 

Staff will attend Individual Program Planning meetings to assist them in creating a program to 
help the child develop appropriately and support the family. Other professionals will be welcome to visit 
the program to observe and work with specific children after the approval of the families is given. Staff 
will also continue to attend workshops and courses to keep up to date with new information to benefit 
the children and families in our care. 

Families will be encouraged to participate in the program through open communication and 
sharing information about their child and family. Parents are considered part of the team and will be 
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involved in putting together a suitable plan for their child. We will speak with each parent at drop off 
and pick up times to share their child’s day with them. 
 
Attendance 

Your child is expected to attend each session they are signed up for. If your child is away due to 
sickness or planned leave please inform the director. 

Fees 

$10.40 per day (0-4 hours). Students will be billed a yearly fee of $811.20 per 2 weekly session per 
year based on the Centre’s 40 week year. 4 weekly sessions will cost $1622.40 per year based on the 
Centre’s 40 week year. Statutory holidays and school initiated closures will not be billed for. Payment 
may be made by a lump sum, submitting a series of postdated cheques, or pre-authorized debit. 

• $50.00 Security Deposit paid at time of enrolment. This is refundable provided a month’s 
withdrawal notice is given and there are no outstanding bills or NSF charges. 

• $20.00 Incidentals (sunscreen, bug spray, band aids, etc.) Parents have the option of choosing to 
supply specific items in lieu of paying the supply/incidental fee. 

• Fees will not be charged for days the center is closed for staff development, or if the center is 
closed for inclement weather. 

• Fees will be charged for days your child is unable to attend their regularly scheduled program 
for any other reason. (ie: illness or family holiday) 

Parents will be charged $50 for any N.S.F. payments. 

Subsidy 

Parents and guardians have the right to apply to Early Learning and Child Care (ELCC) for 
subsidy. Submit your application well in advance since approval may take up to eight weeks or more. 
However, you are responsible to pay the full fee until approval has been granted. More information on 
subsidies, as well as a Subsidy Eligibility Estimator and Online Subsidy Application can be obtained at 
ELCC Online at www.manitoba.ca/childcare   

Parents are responsible to reapply for the subsidy when it expires. Subsidized parents will be 
responsible for the difference between the owed amount and the amount stipulated on the subsidy 
approval. 

Withdrawal 

If for any reason a child must be withdrawn from the centre, a month’s written notification must 
be given to the Director.  

Transportation 

Parents will be responsible for arranging transportation of their child to and from Westpark 
Children’s Centre. If your child becomes ill while at preschool, it will be your responsibility to pick up 
your child. 



7 
 

Arrival and Departure Protocol 

Upon arrival at the centre, allow enough time to help your child remove his/her coat, outdoor 
shoes, etc. and get settled in the play area. Make sure the teacher sees that your child has arrived. This 
ensures that your child has a good start to the day. 

At the end of the session, help your child gather his/her belongings. If someone other than you 
or your spouse is to pick up your child, please notify us in writing. We will not release your child to an 
unauthorized person. Unknown people will be asked for ID. Westpark Children’s Centre will not release 
children to anyone who is suspected to be under the influence of drugs or alcohol. Should this take place 
an alternate person on your child’s pick up list will be contacted to pick up your child.  

If you are unavoidably late, please call the centre (857-3726) to let the Director know. 

Separation Anxiety 
Some children may experience a certain amount of anxiety when they join an early childhood 

program, especially if it is the first time to separate from parents in an unfamiliar environment. In order 
to encourage a comfortable adjustment, we are offering the following suggestions that may help you 
and your child through this transition. 

• Give your child the opportunity to visit the centre. Bring them at registration time or during 
school hours to look around. Then try to bring them to the building and playground during the 
summer to familiarize them with the surroundings. 

• Provide opportunities for your child to stay with persons other than immediate family, so they 
can feel comfortable being left in the care of different people. 

• Provide your child with play experiences with children their own age in situations where parents 
participate, (example: public swimming at local pool). 

• Carefully examine your own feelings about separation from your child and make sure you are 
prepared to give your child positive support. 

• When you talk to your child about the upcoming experience be honest with them. If they 
express some anxiety, acknowledge their feelings, let them know it is okay for them to be 
nervous and be reassuring to them 
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Daily Program 

Westpark Children’s Centre – Morning Schedule 

8:45 – 10:30 Discovery time – free play – art (8:45-10:30) 

Come & go snack & bathroom break (9:45-10:30) 

10:30 – 10:40 Clean up 

10:40 – 11:00 Circle time 

11:00 – 11:35 Little gym or outside 

11:35 Clean up and get ready to go home 

11:45 Home time 

 

Westpark Children’s Centre – Afternoon Schedule 

12:30 – 2:15 Discovery time – free play – art (12:30-2:15) 

Come & go snack & bathroom break (1:30-2:15) 

2:15-2:25 Clean up 

2:25-2:45 Circle time 

2:45 – 3:20 Little gym or outside 

3:20 Clean up and get ready to go home 

3:30 Home time 

 

Outside Play 

A book with emergency information on each child, adrenaline auto-injectors, and a first aid kit 
will be taken whenever the children leave the preschool room. We will engage in activities such as sand 
and water as well as exploring nature and the environment through play. The benefits of outdoor play 
for children are limitless and children who learn about nature are more apt to respect it as they get 
older. 

Visitor Access (Controlling and Monitoring) 

• All doors accessing Westpark Children’s Centre are locked throughout the day. 
• When arriving at the centre, all staff, parents and visitors must use the designated entrance. 
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• During primary parental pick up and drop off times, a staff member is positioned at the 
entrance. 

• Director/staff alternate are required to welcome parents and children into the centre, share 
pertinent information and help the child to get involved in the Centre’s activities. 

• Parents are required to sign children in and out on the attendance record. 
• Parents are required to directly tell a staff member when they are leaving the preschool, with or 

without their children. 
• There is a sign posted on the designated entrance to inform parents/visitors to ring the bell. 

Staff are required to visually check before opening the door. 

Child Information Forms 

Government regulations require that we collect information about the child and keep it on file. 
In the event of parental separation, the parent or guardian will inform the Director of the custody and 
access arrangements, and where applicable, will submit copies of the parents’ custody agreement or 
court orders pertaining to the child in care. All information is kept confidential. 

Indirect Supervision 

Westpark Children’s Centre encourages independence. We have created a policy that is in 
accordance to Child Day Care Licensing that allows us to be able to support the children to develop to do 
certain things on their own such as use the bathroom or retrieve a toy from another room. 

The definition of Indirect Supervision for Westpark Children’s Centre is: Children may be out of 
eye sight for short periods of time but staff are still aware of what the child is doing through hearing 
supervision and frequent verbal and visual checks. 

Westpark Children’s Centre is a fully, self-contained space. Children are safe and secure at all 
times within the preschool and are not able to leave. Through observation and documentation staff are 
able to assess the developmental levels of each child and are able to identify children who are capable 
of completing tasks while being indirectly supervised when in the bathroom and other areas for short 
periods of time. 

Clothing and other Personal Articles 

All children must have a complete set of extra clothes and must supply shoes with non-marking 
soles for indoor use. Children will be required to change footwear upon arrival. Clearly label all personal 
items with the child’s name. 

Ensure that your child wears play clothes in good condition. Westpark Children’s Centre will 
often engage children in messy activities such as painting, and we do not want to be concerned about 
ruining clothing. 

Ensure that your child wears appropriate clothing for Manitoba weather and seasons, as well as 
for personal ease and comfort, such as going to the bathroom. 

At the end of each day, check your child’s space and remove any art work, leftover food, soiled 
clothing, or any other items that need to go home. 

While the staff will do their absolute best to help your child take care of his/her items, they 
cannot be held responsible for any lost items. 
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Staff / Child Ratio 

The staff / child ratio will be 1 qualified Early Childhood Educator to 10 children. These ratios are 
in accordance with the Child Day Care regulations.   

Behaviour Management Policy 

Children are encouraged through positive reinforcement to take responsibility for their own 
behaviour. They are encouraged to verbally express themselves and to learn positive behaviour and 
appropriate language as modeled by the adults in the centre. Westpark Children’s Centre teaches 
children to respect God, others, themselves, the facility and its property. The following guidelines also 
apply when disciplining a child: 

• No physical punishment is used; loss of privileges or “time away” is employed; 
• Discipline is handled in a positive manner. Staff will discuss conflict situations with the children 

involved, and by providing alternatives and guidance, help them resolve disputes; 
• Children who are having difficulty participating appropriately in a particular activity may be 

asked to find an alternate activity. 
• Children will be taken aside and spoken to quietly; only “inside voices” will be used and 

unnecessary yelling at children is not permissible; 
• If a child’s behaviour becomes a problem, the Director will discuss it with the parents and 

attempt to work out a solution to help the child. 
• Under no circumstance will an adult speak to or treat a child in a way that is demeaning to a 

child; any form of physical, verbal, or emotional abuse is prohibited. 
• Children will be taught how and encouraged to solve their own problems and resolve their own 

conflicts. 
• Children are expected to be cooperative and compliant with the Centre’s code of conduct; 

disruptive and harmful behaviour will not be tolerated. Such behavior includes, but is not limited 
to, leaving the centre on their own, stealing, physically or verbally abusing the staff or other 
children, destruction of property, throwing tantrums, etc. Parents and guardians will be 
informed of any such behaviour. 

• The staff will use logical consequences as a means of teaching responsible decision-making 
techniques. 

• Code of conduct is provided to parents upon enrollment; also available upon request. 

Code of Conduct 

At Westpark Children’s Centre, we strive to provide a safe, caring, learning environment for 
children, staff and families. We believe in the equality and respect diversity.  

The following people are expected to behave in a respectful manner and comply with this code of 
conduct:  

• management and staff members 
• children  
• parents/guardians of children enrolled  
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• all others involved with our centre  

Guiding Principles for Appropriate Behaviour 

Be Respectful  

• We are respectful of ourselves and other people. We are respectful of the ideas and feelings of 
others. We are respectful of the environment, equipment and materials.  

Be Safe  

• We work and play safely to help keep ourselves and others from getting hurt.  

Be Cooperative  

• We solve our problems by talking and listening to each other respectfully to find a solution. 
When we cannot solve a problem ourselves, we ask for help.  

Be Supportive of Learning  

• We learn to the best of our abilities and support the learning of others.  

Developmental Capabilities of Children  

We understand that it is normal for children to display inappropriate behaviour at times for a 
variety of reasons. The developmental capabilities of each child will always be considered when 
determining both expectations for behaviour and consequences of inappropriate behaviour.  

Appropriate Use of Technology  

All children, parents, staff and others involved in our centre must use e-mail, electronic devices 
and the Internet according to our policies. This protects people’s privacy and the confidentiality of 
information.  

Unacceptable Behaviours  

The following behaviours by children, staff, parents and others involved in our centre are 
unacceptable:  

• all forms of bullying (physical, verbal, emotional, social or cyber bullying), including comments, 
actions or visual displays that are intentional, hurtful and repetitive  

• harassment, including behaviour that degrades, demeans, humiliates or embarrasses someone 
that a reasonable person would know is unwelcome  

• all forms of abuse (sexual, physical or psychological), including verbally, in writing or otherwise  
• discrimination against any person or group because of their race, colour, ancestry, nationality or 

place of origin, ethnic background, religion, age, sex, gender-determined characteristics, sexual 
orientation, marital and family status, source of income, political belief and physical or mental 
disability  

• actions that put another person at risk of harm, including violent physical acts (with or without a 
weapon) and threatening someone  
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Proactive Strategies  

We actively strive to create an environment that supports the health, safety and well-being of the 
children by:  

• having realistic and developmentally appropriate expectations for behaviour 
• setting up the environment and materials to encourage appropriate behaviour and reduce 

potential for inappropriate behaviour 
• planning a program based on children’s interests and developmental needs 
• establishing consistent yet flexible schedules and routines that help children gain trust, security 

and self-control  

We create a positive environment for children, parents, staff and others involved in our centre by:  

• developing positive relationships, including making time to talk and listen  
• establishing clear, consistent, simple limits  
• stating limits in a positive way and periodically reminding people  
• providing explanations for limits  
• working together to solve problems  
• modelling and encouraging appropriate behaviour  

Consequences for Inappropriate Behaviour  

We will consistently respond to inappropriate behaviour by children, parents, staff and others 
involved in our centre by:  

• reminding people of expectations and limits  
• using a respectful approach to explain why a behaviour is inappropriate and what behaviour is 

expected  
• talking only about the behaviour, not labelling the person  
• responding sympathetically and acknowledging feelings  
• establishing natural, logical consequences  

Depending on the severity and frequency of the behaviour, we will consider further steps such as:  

• using behavioural analysis to learn what may be contributing to a child’s inappropriate 
behaviour and how to help reduce or eliminate the behaviour  

• having a formal or informal meeting to discuss concerns and to develop an action plan to 
encourage appropriate behaviour in the future  

• developing a written contract with an adult or older child that outlines specific expectations and 
consequences  

• giving a written warning that outlines specific concerns and consequences if the behaviour 
continues  

• accessing outside resources for help, such as:  
o a behaviour specialist or other professionals to help staff understand and reduce a 

child’s inappropriate behaviour  
o child and family services to access parenting supports  
o mediation services to resolve conflicts between adults  



13 
 

o the Manitoba Human Rights Commission for information and advice to resolve an 
issue informally or to make a formal complaint if the behaviour involves 
discrimination or harassment  

o the police to assist with threatening behaviour  

In extreme cases, we will take additional steps such as:  

• suspending or dismissing a staff member  
• suspending or withdrawing child care services because of a child’s or family member’s 

inappropriate behaviour  
• in the case of a visitor not allowing the person to return to the centre  
• contacting the police and/or child and family services (CFS), if the behaviour is illegal such as 

abuse, assault or threatening another person 

Child Abuse 

Every case of suspected child abuse will be reported immediately to the Director of Child and 
Family Services as required by the Child Welfare Act. 

Toys and Treats 

Please do not allow your child to bring toys or individual treats (gum, candy, mint, etc.) to the 
centre, so as to avert the possibility of any disputes and hurt feelings among the children. It is also a 
safety precaution for our children who might have allergies. 

Westpark Children’s Centre will supply a wide variety of toys and games for the children, while 
treats will be arranged for and supplied by parents. 

Ill or Sick children 

Please do not bring a sick or over-tired child to the centre to avoid exposing other children to 
unnecessary illness and discomfort. 

Westpark Children’s Centre follows the Public Health Regulations regarding incubation and 
isolation of communicable diseases. If you have any questions about your child’s attendance during 
illness, do not hesitate to call us. 

Eight signs and symptoms of illness to look for in a child are: unusual behaviour, runny nose, 
cough, croup, wheezing or difficulty breathing, vomiting, diarrhea, dehydration, any change in skin color, 
rash, fever, any communicable (contagious) disease, i.e. chicken pox, impetigo, measles, pinkeye, etc. 

No matter what the cause of a child's symptoms, a change in behaviour always provides an 
important key to help a caregiver or parent judge how serious the illness is. 

If a child becomes ill, the parent or guardian will be contacted immediately. The child will be 
moved to a quiet area until he/she is picked up as soon as possible. 

Ensure that all immunizations are up to date. Direct any inquiries to the Public Health nurse or 
your doctor. 
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Anaphylaxis Policies and Procedures 

If your child has a life-threatening allergy, you must notify Westpark Children’s Centre before 
enrolment so that appropriate measures can be taken. Copies of these policies will be given to the 
parents of children affected and a planning meeting will be scheduled with a URIS nurse. 

Injuries 

If a child is injured while at the centre, the staff will assess the situation and take appropriate 
action. Parents will be advised of the incident. If the injury is severe, parents will be notified 
immediately. 

In an emergency situation when parents or guardians cannot be reached, the emergency 
number in the child’s file will be called. Ensure that the emergency contact is readily available during 
preschool hours. Inform the centre of any changes in the emergency contact information. 

In case of emergency where we would have to call 911 ambulance costs would be the 
responsibility of the parents. 

Health 

The staff of Westpark Children’s Centre will actively try to reduce the spread of illness with good 
hygiene practices. Even so, children in group settings run a greater risk of coming in contact with 
bacteria and viruses because there are a large number of children from different families in one place. 
These health policies are designed to serve the best interests of the child, teacher, and adult volunteers. 

• Staff will use disposable plastic/latex gloves when assisting any child who is bleeding or any child 
who needs assistance because of a bathroom accident. 

• If your child has any special health conditions, inform the staff in order for them to provide any 
specific care that your child requires. 

• Immunization is the most effective way of preventing many common childhood infections. 
Be sure that your child has received all the recommended immunizations. 

Exclusion Criteria 

Certain illnesses require the exclusion of a child from our centre. Preschools are busy places. 
Children need a quiet, relaxing environment to recover from an illness and often require more one-on 
one attention than we can provide in the centre. 

A child will be excluded if one or more of the following conditions exist: the illness prevents the 
child from participating in the Centre’s activities; or the illness results in greater need for care than the 
staff can provide without compromising the care of other children. A child who has a communicable 
disease will not be allowed to return to the centre until after the recommended exclusion period. 

Medication 

We do not administer any medication to preschool children. Under very limited circumstances 
we may administer only personal prescriptions filled by a pharmacist. The medication must have a label 
bearing the physician and the child’s name, and the directions for administration. The parent must give 
the medication to the Director, after completing a medication permission form. 



15 
 

If your child has an Epipen or an Inhaler, it must be sent with your child and delivered to the 
Director for safe keeping and ease of accessibility. Ensure that the devices have not expired. Failure to 
supply these devices will result in your child being unable to attend the centre. 

Snacks 

Nutrition is a very significant part in a child’s development. Therefore, we expect our parents to 
pack nutritious snacks for their children. Snacks must include a fruit or vegetable and 1 other food 
group.  Please note that we are a peanut aware facility (peanuts are not permitted). 

Religious Activity 

Westpark Children’s Centre is affiliated with Westpark School and Prairie Alliance Church and as 
such offers some Biblically inspired educational opportunities. We involve the children in saying the 
Lord’s Prayer at the start of the day. We also pray before snack time and at other pertinent times. 
Religious songs and stories are used periodically. Any individual has the right to not participate in 
religious exercises. No person may be forced to withdraw from Westpark Children’s Centre because they 
choose not to participate. 

Fire & Safety Drills 

Fire drills are held on a monthly basis. Evacuation procedures are also posted as well as the 
Enhanced Safety & Crisis Response Plan 

Emergency Evacuation Procedures 

• When the fire alarm sounds, the children stop whatever they are doing and follow staff to 
the nearest exit. They will gather in a designated area where attendance will be taken. 

• The teacher will take the attendance register and lead the children out. They teacher will 
encourage the children to stay calm and to move quickly in an orderly fashion. 

• The teacher or Director will check the washrooms, play areas, etc. and collects the 
emergency bag before exiting the building. 

• For emergencies requiring an alternative site for temporary shelter, the children will be 
taken to the CanadInn lobby. Parents may be called to pick up their children from there. 

Safety Plan 

Available upon request 

Parent Volunteers and Involvement 

Parental involvement in the life of the preschool is welcomed because the partnership between 
the school and home in the educational enterprise needs to be maintained. Before they can serve, 
MCCP and Westpark Children’s Centre regulations require that volunteers: 

• Complete a volunteer application form; 
• Undergo a Criminal Record check; 
• Be cleared by the Child Abuse Registry; 



16 
 

• Report to the office and wear identification while on the premises. 
• Take Westpark’s “Plan to Protect Training” Seminar 

All the forms that need to be completed are available at the school office. 

 Parental involvement in the preschool is very important. Through cooperation and 
communication between the parents and the staff, we hope to offer the best possible care for each 
child. We encourage parents to become as involved as possible in all aspects of the centre so that 
the child’s total development is enhanced. 

 You can help by: 

• Attending meetings 
• Donations 
• Fundraising goals 
• Mending 
• Special work projects 
• Volunteering for special events 
• Joining the board of directors 
• Checking your mail slots 
• Child information – please ensure that your child’s information and requirements are up 

to date. Please inform staff of any changes 
• Any other ideas, comments, or concerns to help our centre are going to be very much 

appreciated. Let us know how we can improve our centre. 

Parents are welcome to visit the centre anytime! 

Students and Volunteers 

 On occasion Westpark Children’s Centre will have high school or college students in attendance 
for the purpose of volunteer hours or practicum placement. During this time students may need to do 
child observations as part of their school requirements/assignments. Students will be required to 
change the names of the children and not use any last names. The sole purpose of these observations 
will be for classroom use only. The college students may need to take photos or videos as part of the 
observation. The students will be here as a volunteer only and will not be counted in our teacher/child 
ratio, or left alone with the children.  

Confidentiality 

Please be aware that as a parent volunteer you are subject to the same regulations as staff 
regarding confidentiality. Any information pertaining to any of the children or their families is 
confidential. If at any time you suspect a case of neglect or abuse you are to report it to the Director, 
who will then contact proper authorities. 
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Technology Policy 

Children and adults using Westpark Children’s Centre’s computer and/or their own personal 
electronic devices must: 

• respect and protect the privacy of others 
• respect and protect the integrity of all electronic resources 
• respect and protect the intellectual property (the ideas, creations and copyrights) of others 
• communicate in a respectful manner 
• report threatening or inappropriate material 

 
Inappropriate Use 
Intentionally accessing, transmitting, copying or creating material that: 

• violates the confidentiality of children, parents, the provider or others involved in the centre 
• violates the centre’s code of conduct (such as messages that are pornographic, threatening, 

rude, discriminatory, or meant to harass) 
• is illegal (such as obscenity, stolen materials, or illegal copies of copyrighted works) 

 
Social Networking and Other Web Sites 
Information (including photos or videos) about children, parents, child care provider or others involved 
in the program are not posted by provider, parents or children on: 

• social networking web sites; for example, blogs, Facebook, etc. (except with parental 
permission) 

• public networking or file sharing sites (like Photobucket, Flickr, YouTube, etc.) 
• the program’s website / blog (except with written parental permission) 
• any other type of Internet website 

 
Use of Cell Phones 

• cell phones and other personal electronic devices are used to communicate with families and 
take pictures to be shared with parents and used as outlined in permission forms. 

• on outings with children, a cell phone is used for safety purposes or communication with 
children’s parents. 
 

Supervision and Monitoring 
The child care provider has the right to monitor the use of information technology resources 

and to examine, use, and disclose any data found. This information could be used in disciplinary actions 
and released to the police if it is criminal in nature. 

 
Photos and Videos 

Throughout the year photos are taken of the children as they participate in various activities. 
They are used for sharing with the parents, documentation, in memory books, archives, grant 
applications, promotional materials, and for educational purposes. 

Occasionally therapists, ECE students, educational and regulatory visitors take photos/videos as 
well. Our website may display images of our program for educational purposes as it is accessed by 
prospective families and other early childhood programs. Parents also may want to preserve memories 
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of the children here. We feel it is important to share these special times but respect the privacy of 
others as well. 
There is a permission form at the end of the registration form to be filled out with regards to photos and 
videos. 
 
Non-compliance with Policies 

Parents or guardians who do not comply with these policies or cause undue distress to any staff 
member, to the children, to the program or centre, to volunteers, or do not have the best interest of the 
centre, will be asked to withdraw from the centre without notice. The balance of postdated cheques 
may be returned at the Director’s discretion.  

Concerns 

Westpark Children’s Centre believes in collaborating with you to provide the best environment 
for your child. If you have any questions or concerns about the program or centre, do not hesitate to 
contact us. The Director will do everything possible to resolve any issues that might arise. 
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Staff Biography 

Mrs. Susan Hiebert 

 I graduated from Red River College, attaining a Diploma in Early Childhood Education in 2014. I 
then completed the Early Childhood Program Management advanced diploma at Assiniboine 
Community College in 2018. Prior to working at Westpark Children’s Centre I worked at Westend 
Daycare, Sunshine Nursery School, and was acting Director at Trinity Nursery School. I am so happy to be 
at Westpark Children’s Centre where I have been the director since 2016. 

 
I am a mother to 3 boys: Korbin, Jackson, and Emerson. My husband, Ryan, manages the ground 

services department for KF Aero. In my spare time I enjoy crafting and reading. My family and I love 
camping and we spend as many summer weekends as we can enjoying various Manitoba campgrounds. 
 
 
Mrs. Kalene Neudorf 

 I graduated from Steinbach Bible College in 2013 with a Diploma of Biblical Studies and then 
worked at Westpark as an EA. That progressed into becoming a CCA with Westpark Children's Center. 
This is my fourth year with them, and I am continuing my education to become an ECE at Red 
River College! 

 My husband Jed Neudorf, works at Prairie Alliance Church as their Technical Director and we 
both really enjoy coffee and video games. In my spare time I love being creative, whether that's drawing 
or playing piano, and reading.  
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Please sign and return this page to Westpark Children’s Centre 

I have read the policies of Westpark Children’s Centre, as stated in the Policy Manual, and agree to abide 
by them for the time that my child is enrolled at the centre. 

Date: ________________________________ 

Child’s Name: _____________________________________________________ 

Parent name: _______________________________________________________ 

Parent signature: __________________________________________________ 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

For facility use: 

Date of Enrolment _______________ 

Date of Withdrawal___________________ 

Revised September/19 


